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Job Search Skills: Your Key to the Future 
I. Introduction 
This handbook has been written to help you get off to the right start 
in your career. The secret to success in getting the right job is 
planning. Listed below are the skills you should acquire before 
graduation: 
developing a career goal 
completing employment applications 
writing a resume 
preparing for employment Interviews 
obtaining personal references 
handling employment Interviews 
making employment contacts 
following-up after Interviews 
writing cover letters 
evaluating job offers 
II. Ten Easy Steps to Lion Taming 
(or the lost art of seeking employment) 
A. Developing a career goal: In choosing among the over 
20,000 occupations that are available, consider your interests, 
abilities, personality characteristics, preferred lifestyle, educational 
orientation, and other personal needs. This preparation will help 
you to learn more about yourself and allow you to use your time 
effectively by targeting specific positions. The ability to state what 
work interests you and why you would be good at it will impress 
employers and may shorten the time required to find the right job. 
B. Writing a resume: Writing a resume is part of the planning 
you must do before talking with employers. A resume allows you 
to leave something with an employer so that you will be remem-
bered. 
1. Resume content 
a. personal data : Type your full name in bold centered on 
the page in all capital letters. Provide your complete address and 
list your area code and phone number. Do not include a photograph 
or other personal data such as age, height, weight, sex, religion, 
ethnic origin, physical condition, disability, or family/marital status. 
These are illegal areas of inquiry for an employer and should not be 
on a resume. For reasons of personal security, it is a good idea not 
to include your social security number. 
b. education: Give the name and location of your high school 
and the month and year you will graduate. If you are in a specialized 
curriculum, identify it (ie: vocational, college preparatory, busi-
ness). If you attend a vocational school, make a separate entry for 
that program. Mention any courses which exceeded your require-
ments or are related to the work you seek. Examples include 
technical mathematics, science, auto mechanics, bookkeeping, 
computer basics, or drafting. List any academic or activity related 
honors and awards you earned (ie: honor roll listing, graduation 
honors, scholarships, subject area awards, and academic/voca-
tional competition). School activities also may be listed here. 
c. experience: List all your experience, including both paid 
and unpaid activities. Volunteering at a nursing home or raising 
money for charity provide examples of your skills and show respon-
sibility. Include work such as lawn mowing, snow shoveling, child 
care, and paper routes. List the name of your employer's business 
and its location (City, ST). Give the title of the position you held, 
describe what you did, and state when. if you were self employed 
and did not have a company name use your last name and the type 
of service such as "Brown's Yard Care". Describe experiences, 
including your major duties and accomplishments. Use short 
phrases beginning with action verbs such as operate, maintain, 
repair, compute, assist, perform, manage, prepare, and sell. Usually, 
experience is arranged starting with the most recent position and 
going backwards in time. If yourwork has been in a certain field, use 
a heading such as Mechanical Experience. If you simply wish to list 
your experience in order, use the heading Experience. More will be 
said about the arrangement of experience later. 
d. special skills: This is a key section of your resume as it 
shows your special skills. Examples include power tool operation, 
blueprint reading, basic carpentry, word processing, technical 
mathematics, child activity coordination, first aid techniques, and 
report writing. Discuss this area with your employers and teachers 
to get more ideas. If you have taken vocational training, your 
instructor will provide you with the skill objectives of your program. 
e. certifications and licenses: Include your driver's license 
and any other licenses or certifications. List such designations as 
food handler's permit, truck driver's license, cardiopulmonary re-
suscitation, or nursing assistant. 
f. other activities and memberships: List any community-
school activities or memberships not mentioned previously. Al-
though generally it is not appropriate to list hobbies, you may wish 
to mention ones related to the work you seek. For example, if you 
want to sell sports equipment, it would be useful to show that you 
have had outdoor experience. 
g. other training: Include any employer sponsored or other 
training. Examples include the training required for certifications 
such as nursing assistant as well as training in customer relations, 
equipment operation, maintenance, office procedures, and safety. 
h. references: Don't list references, but state at the end of the 
resume that references are available upon request. if an employer 
requests references, you should have available a separate list of 
references including their addresses and telephone numbers. This 
approach will ensure that your references will be contacted only with 
your knowledge and by employers who are interested seriously in 
you. Make sure to ask permission of those whom you wish to use 
as references. Use people who will speak for your skills, reliability, 
and honesty. Present or previous employers and teachers make 
good references because they know your skills and work habits. If 
you have been self employed, use those for whom you have done 
work. 
2. Resume organization: Since you presently are completing a 
high school diploma, call attention to your success by placing the 
education section first. Next, list your experience. If some of your 
experience is related to the job you seek, you may wish to list it first. 
If this related work is not your most recent experience, you might 
arrange experience under more than one heading, such as Con-
struction Experience and Landscaping Experience. This approach 
would allow you to list first the experience most related to the job you 
want. If you use this method, decide which experiences fit under 
each heading and list them starting with the most recent and going 
backwards in time. Complete your resume with the special skllls, 
certification-license, other activities-membership, and further 
tr-alnlng sections. 
3. Resume appearance: Resumes should be typed or printed on 
high quality white paper. Although you may feel that colored paper 
is more noticeable, white paper is a sure choice. Resumes must be 
accurate in spelling and grammar. 
4. Resume example: A sample resume for Susan, who is en-
rolled in a vocational auto body program, is shown on the next page. 
Sample Resume 
SUSAN A. FENDERBENDER 
57 Maple Street 
Snow Mountain, ME 88888 
(207) 345-6789 
EDUCATION 
District High School, Snow Mountain, ME 
Diploma expected June 19_ 
Program: Vocational, including courses in technical mathematics, 
metal shop, and wood shop. 
Area Regional Vocational Center, Winterville, ME, 19_-_ 
Program: Enrolled in two year half day program in Auto Body 
Repair. Activities: Vocational Industrial Club of America 
AUTOMOTIVE EXPERIENCE 
Acme Auto Parts Store, Snow Mountain, ME 
Stock Person. Receive incoming auto parts and supplies, check 
shipments for completeness, and place stock properly throughout 
retail store and warehouse. Assist customers by locating items 
requested and use parts catalogs to place special orders. Part time 
during school and full time in summer: 19_- present. 
Smith Auto Cleaners, Snow Mountain, ME 
Auto Cleaner. (Self employed). Washed and waxed automobile 
exteriors and cleaned interior carpeting and upholstery. Contacted 
customers through newspaper ads and by placing flyers in shop-
ping centers. Summers 19_-_ . 
OTHER EXPERIENCE 
Dally Journal, Snow Mountain, ME 
.G..arr.ieJ:. Delivered newspaper. Won Reliability Award. 19_-_ 
SPECIAL SKILLS 
Fiberglass Repair • Refinishing Operation • Pneumatic Sander 
Operation • Metal Fabrication • Body Component Adjustment 
• Hydraulic Body Tools• OperationPlastic Filling• Frame Damage 
Detection • Repair Parts Catalog • Ordering Repair Estimation 
• Paint Sprayer Operation 
LICENSE 
Maine Automobile Driver's License 
OTHER ACTIVITIES 
Chamber of Commerce, July Fourth Parade, Snow Mountain, ME 
Assisted in design and construction of float for Acme Auto Parts 
Store. Summer 19_. 
References avallable upon request. 
5. Wrhe your resume: To get started, list each of the following 
headings on a sheet of paper: 
• Personal data 
• Experience 
• Cenlflcatlons/Llcenses 
• Education 
• Speclal Skllls 
• Other Actlvhles/Membershlps 
• Other Training 
Describe your background in each of these areas. Don't be 
concerned about the arrangement of the information, but write 
down everything that fits under these topics. Once you have all the 
information, try to arrange it in a way that looks good. Write the first 
draft, check it for spelling and grammar, and see if it shows all your 
skills. Ask a teacher or counselor to proofread the resume and 
make suggestions for improvement. Once you have made all the 
corrections, type the final copy. 
C. Making employment contacts: Since planning is the 
key to getting the right job, begin looking for work well before 
graduation. As most jobs are obtained through personal contact, 
your first step is to let others know that you are looking for work. 
Discuss your plans with relatives, friends, teachers, counselors, 
and past employers. If you are employed, talk with your supervisor 
to see if graduation will qualify you for increased responsibility, 
company sponsored apprenticeships, or on the job training. Tele-
phone directories provide a further source of information. Check the 
telephone yellow pages to find employers offering the products or 
services which interest you. To find the most number of employ-
ment ads, read your local newspaper and the nearest major city 
paper. If you would consider moving to another area, take out a 
subscription to an area paper. Check the newspapers every day as 
some positions are advertised only once! Newspapers also may be 
a way to advertise yourself. Write an ad describing your career 
interests and place it in the paper read in the area in which you wish 
to work. Such an ad should be published several times and be short. 
A sample ad is given below. 
High school graduate seeks entry level clerlcal-offlce po-
sition. Trained In typing, computer data entry, and customer 
relations. can: 123-1234. 
Next, contact the local Maine Job Service Office. The telephone 
number and address of this agency, which provides free employ-
ment assistance, is listed in your local telephone book. If you are 
interested in government employment, you may have to take an 
examination. Generally, you should contact the Job Service con-
cerning state employment. If you live in the Augusta area, visit the 
State of Maine Bureau of Human Resources and look through the 
Career Opportunity Bulletins describing the work which interests 
you. This office is located on the second floor of the State Office 
Building in the state government complex in Augusta. To find out 
about federal employment, contact the Federal Job Information 
Center. The address for the office serving Maine is: 
Federal Job Information Center 
United States Office of Personnel Management 
Federal Building - Room 104 
Daniel and Penhallow Streets 
Portsmouth, NH 03801. 
If you are interested in a specific trade, contact trade and union 
organizations. Most offer some type of apprenticeship training and 
should be contacted before graduation to find out about necessary 
exams and other requirements. Speak with trades people, voca-
tional teachers, industrial arts teacher, and your counselor to get 
more information concerning apprenticeships. Finally, private 
employment agencies, especially those offering temporary work, 
may be good sources. These agencies usually do not charge fees, 
may have access to unadvertised openings, and may be able to 
provide you with specialized training. Even though you begin a job 
as a temporary employee, you will get experience which will help 
you to get a permanent position. Make certain to acquire a full 
understanding of employment agency policy prior to signing an 
agreement. 
So as not to waste time, it is important to stay organized while 
looking for work. Make up a list of all the people, agencies, and 
employers, you plan to contact. Keep a record of the dates you 
speak to each and remember to stay in touch with all of them 
regarding your job search. Regular contact with these sources may 
result in additional job leads. 
D. Writing cover letters: The next step is to let employers 
know that you are interested in work. Although visiting or telephon-
ing the employer seems the easiest, sending a cover letter and your 
resume usually is the best way. The cover letter should be 
addressed to a specific person, include a summary of your skills, 
and explain why you are qualified for the job. If you do not have the 
name of the person in charge of hiring, call the employer, indicate 
that you plan to apply for a position, and request the name of that 
person. This also is a good time to ask the employer to send you 
a job description and general information concerning the organiza-
tion. This knowledge will allow you to write a better letter and will 
help you to prepare for an interview. There are two types of cover 
letters with which you should be familiar. If you are sure that a 
specific position is open, use a letter of appllcatlon; if you are 
uncertain whether any openings exist, use a letter of Inquiry. It is 
important to state clearly the type of work you are seeking. Remem-
ber that employers do not have positions titled "anything"! Cover 
letters should include the following information: 
I 
. 
indicate the position for which you are applying or the type 
of employment which interests you. 
if applying for a specific opening, tell where you found out 
about the job. 
briefly describe your background. 
give some of your related skills. 
explain why you are qualified for this type of work. 
request an interview. 
indicate that your resume is enclosed. 
state that personal references are available. 
Cover letters are an important part of your job search and must be 
written well. They should be typed on the same white paper as your 
resume and contain no spelling or grammar errors. Before mailing 
your letters, proofread them carefully and ask a teacher or coun-
selor to look them over. In cover letters, use your own words and 
write an individual letter for each position for which you apply. A 
sample letter of application from a student interested in an office 
position is given on the next page. 
After sending a cover letter, allow approximately two weeks, and 
follow up by telephone to employers who have not responded. Ask 
to speak to the person to whom you sent the letter, explain that you 
sent a letter recently, and state that you remain interested in the 
organization. If you have applied for a specific opening, ask about 
the status of the hiring process. If you have sent a letter of inquiry, 
ask about the possibility of meeting to discuss potential employ-
ment. Since organizations receive many applications, this extra 
effort may pay off in an interview. If an offer for an interview is not 
extended, ask whether the employer is aware of any other organi-
zations which may have openings in your field. It is a good idea to 
check back periodically with these employers to see if any new 
openings have occurred. 
Sample Letter Of Appllcatlon 
R.F.D. #2 - Box 537 
Valley City, ME 99999 
Date 
Ms. Janet Peterson, Office Manager 
Wood Products Manufacturing 
State Route 777 - Box 39 
Valley City, ME 99999 
Dear Ms. Peterson: 
I read in the Valley City News that you are seeking an office assistant. 
I will graduate from Community High School in June and am writing to 
ask that I be considered for that position. 
During high school, I have been in a general program and have taken 
courses in computer basics, typing, and consumer mathematics. For 
the last two years, I have worked part time in the school library and used 
my computer and typing training. In the library I perform data entry 
work, type book purchase orders and letters, and keep records. I also 
work part time as a check out assistant at Smith's Supermarket and 
previously operated my own yard maintenance service. 
I have done well in computer and typing courses and have been 
successful in my work in the school library. To improve my background, 
I plan to take evening college courses in business. 
Based on my education and clerical work experience, I feel that I have 
the skills to be an efficient and reliable office assistant. I am very 
interested in working for Wood Products Manufacturing and would like 
to meet with you to discuss this position. 
A copy of my resume is enclosed. I would be pleased to provide 
personal references or other information concerning my qualifications. 
I look forward to hearing from you. 
Sincerely, 
John S. Quickcopy 
Enclosure 
E. Completing employment applications: Even though 
you have a resume, most employers require that you complete an 
application. Unless directed to do otherwise, type or use black ink 
when completing applications. Make sure that your application is 
neat and legible and that all portions are complete. To prepare 
yourseH for completing applications, ask your teachers or counselor 
for a practice application and look over the questions. Write out the 
answers to questions which seem difficult and keep this infomation 
so that you will be ready to supply it. Start a special Interview folder 
and place these answers in it. When completing an application, 
state the position for which you are applying. It is acceptable to 
indicate that you will consider other positions, but the employer will 
be more likely to consider you seriously if it is apparent that you have 
a goal. Most applications provide a place to list your special skills. 
Even though your resume includes these skills, it is important to 
repeat them on the application. When you present or mail your 
application to the employer, include your resume. 
F. Preparing for employment interviews 
1. Preparation: For most people, the interview is the most difficult 
part of looking for work. The secret to a successful interview is 
preparation. When you are contacted for an interview, write down 
the name and title of the interviewer. If you don't have information 
about the organization, ask the employerto send you some informa-
tion concerning the organization and the position. Learn as much 
as possible about the employer and the position by studying 
company literature, speaking with present employees, and reading 
newspaper articles. Get ready to explain why you are interested in 
this position and to convince the employer that you are the right 
person for the job. To accomplish this effectively, tell how your 
education and experience qualify you. If you were fired from a job 
be ready to discuss it. Explain the circumstances and tell what you 
learned from that experience. A person, who was let go for being 
late to work frequently, could explain that he or she now has good 
transportation and will get to work reliably. Prepare some questions 
to ask the employer. Areas to ask about include training available, 
plans for organizational growth, work schedule, advancement op-
portunities, and the method of employee evaluation. Such ques-
tions show your interest in both the position and the employer. Write 
these questions down and keep them in your interview folder. 
2. Questions: Several questions asked commonly by employers 
are given below. Be prepared to answer all of the them and to 
provide specific examples of your ability and experience. Write 
down and practice giving the answers to these questions. Include 
your answers in your interview folder. Take this folder with you to 
the interview. It is better to refer to your notes than not to answer 
a question. 
a. opening questions 
1. Tell me about yourself. 
2. Why are you interested in working for this company? 
3. Why are you interested in this position? 
4. Why do you want to leave your present employer? 
If asked to tell about yourself, give a brief summary of your 
education and experience and explain why you have applied for this 
job. Be honest about any job losses and, when explaining why you 
left or wish to leave an employer, mention positive reasons such 
as wishing to advance or learning new skills. 
b. sklll questions 
1. Describe your work experience. 
2. Describe your present and previous positions. 
3. What experience have you had in specific areas 
(related to the ·position duties)? 
4. How would your employer evaluate your work? 
· 5. How well did you do in school? 
6. Why weren't your grades higher? 
7. How has your education prepared you for this work? 
8. Can you accurately add, subtract, and compute frac-
tions, decimals, and percentages? 
9. Why do you feel that you are qualified tor this position? 
10. You don't have much experience. Why do you feel that 
you can handle this position? 
11. What are your personal strengths/weaknesses 
(for this position)? 
12. Do you learn new procedures quickly? 
(Be ready to give examples.) 
13. Do you work well with others? 
(Be ready to give examples.) 
14. Do you have any physical or emotional limitations af-
t ecting your ability to do this work? 
Don't give just "yes" or "no" answers, but give examples of your 
skills. Make out a list of your skills and put it in your interview folder. 
c. attitude questions 
1. Why did you choose to enter this career field? 
·2. How frequently did you arrive late or miss work? 
3. Are you interested in obtaining further training? 
4. What are your career goals? 
5. Why did you drop out of school previously? 
6. What are your salary expectations? 
7. When are you available to begin work? 
8. Are you willing to work various shifts/overtime/week 
ends? 
9. Why should you be chosen for this position? 
Showing interest in more training, enthusiasm for advance-
ment, and willingness to work extra when necessary will show the 
employer that you have a positive attitude. Unless asked, wait to 
discuss pay and benefits until you have been offered the job. At that 
time you know that the employer is interested in you and are, 
therefore, in a much better position to negotiate. 
G. Handling employment interviews: On the day of the 
interview, arrive 10-15 minutes early. If you are delayed, call well 
before the scheduled time. Go alone to the interview and bring 
copies of your resume, your social security card, and the names, 
addresss, and telephone numbers of references. Put these mate-
rials in your interview folder. Be neat in appearance and dress in a 
manner like those presently on the job. Never wear jeans, shorts, 
or sneakers even if many on the job wear them. If you appear too 
casual during the interview, the employer may feel that your work 
may be the same. Let the employer take the lead and answer each 
interview question completely. Maintain good posture and look 
directly at the interviewer. Never chew gum, smoke, or make 
negative comments about school or a previous employer. Any of 
these behaviors may be seen as disrespectful or cause the inter-
viewer to feel that you would do more complaining than work. In 
addition to telling why you are the right person for the job, don't 
forget to ask the questions you have prepared. 
H. Following-up after interviews: When the interview is 
over, thank the employer for taking the time to talk with you. After 
you arrive home, send a thank you letter to the interviewer imme-
diately. If something important about your skills or interests was 
not mentioned during the interview, include it in this letter. A thank 
you letter should be sent as a courtesy even if you are not interested 
in the position. A sample thank you letter is shown below. 
Sample Thank You Letter 
R.F.D. #2 - Box 537 
Valley City, ME 99999 
Date 
Ms. Janet Peterson 
Office Manager 
Wood Products Manufacturing 
State Route 777 - Box 39 
Valley City, ME 99999 
Dear Ms. Peterson: 
Thank you for taking the time to talk with me concerning your 
opening for an office assistant. I enjoyed meeting with you and feel 
that this position offers the opportunity I seek. 
As I explained during our meeting, I plan to make a career of office 
work. After talking with you and seeing your office operation, I am 
sure that I have the skills to handle your data input, record keeping, 
and clerical work. Also, I would like to mention that I am very reliable 
and have missed only two days of school in the last four years. 
I am available to begin work with two weeks notice to my present 
employer and hope that you will offer me this position. I look forward 
to hearing from you. 
Sincerely, 
John S. Quickcopy 
I. Evaluating job offers: Before accepting employment, make 
sure that you understand all aspects of the job, including salary, 
work schedule, and benefits. If you are asked to sign a contract, 
read it carefully. Now is the time to talk about salary or any other 
issues. If you have questions, meet with the employer again to go 
over these areas. Don't accept a position until you have asked 
yourself. how well it matches your personal interests and needs. 
Ill. A Final Note 
Through reading this handbook, you have learned about job search 
skills and should be on your way to a satisfying career. To help you 
stay on track, a check list of things to do is shown below. You should 
start your job search before graduation and use this list as a 
reminder of what you need to do. Check off those activities you have 
completed. 
_ Develop a career goal. 
Write your resume. 
_gather necessary information. 
_make revisions and type your resume. 
_write a draft copy. 
Make employment contacts. 
_ inform people you are looking for work. 
_look into state and federal employment. 
_check newspapers on a daily basis. 
_contact a temporary employment agency. 
_place a newspaper ad. 
_make up a list of all the contacts you intend to make. 
_check the telephone book. 
_check periodically with the Maine Job Service. 
_ register with the Maine Job Service. 
_keep a record of the contacts you make. 
_Write a practice cover letter. 
_Practice completing employment applications. 
Prepare for Interviews. 
_get the employer's name and title. 
_obtain information about the organization. 
_get directions to the interview. 
_prepare answers to possible interview questions. 
Obtain personal references. 
_ request permission. 
_inform references of your career plans and give them your 
resume. 
Make up an Interview folder containing: 
interviewer's name and title. 
_list of your special skills. 
_copies of your resume. 
_answers to application and interview questions. 
_your social security number. 
_questions you wish to ask the interviewer. 
_personal reference information. 
_Write a practice thank you letter. 
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